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PURPOSE  OF  THE  SCHOOLS 


Fisher  Schools  prepare  young  women  for 
the  exacting  needs  of  business  and  the 
professions  through  specialized  courses  in 
business  procedure.  The  operation  of  two 
institutions  enables  the  directors  to  adhere 
to  their  original  plan  of  complete  business 
training,  with  expert  instruction,  scientific 
equipment,  small  classes,  personal  attention 
and  an  opportunity  for  students  to  know 
each  other. 

The  Fisher  School  in  Boston  is  located 
uptown  in  a stately,  fire-proof  building  in 
the  Back  Bay  district  adjoining  the  Public 
Gardens.  The  Somerville  School  offers  the 
same  excellent  facilities.  It  is  situated  in  an 
attractive  building  in  a suburban  atmosphere.  Both  institutions  are  housed  in 
residences  which  are  considered  to  be  among  the  finest  in  their  respective  cities. 
Each  school  has  its  own  appeal  and  has  an  established  place  in  its  community, 
yet  both  are  close  to  the  world  of  commerce  for  which  Fisher  students  have  been 
so  ably  trained  these  last  thirty-eight  years. 

Choice  of  which  Fisher  School  to  attend  depends  entirely  upon  the  desires 
of  the  student.  Course  content  and  instruction  are  the  same  in  both.  The  deter- 
mining factor  should  be  convenience  of  transportation  (see  cover  maps). 

Progressiveness  is  the  keynote  of  The  Fisher  Schools.  This  is  expressed 
through  up-to-date  courses,  vocational  guidance,  modern  equipment,  new 
methods,  and  contrasting  schools,  both  oriented  to  meet  the  needs  of  business. 

The  schools  are  fortunate  in  having  both  young  and  middle-age  men  as 
directors.  Young  men  give  to  the  organization  enthusiasm,  new  ideas  and  a 
sympathy  for  the  ideals  and  problems  of  young  people.  The  older  men,  founders 
of  the  schools,  give  background,  stability  and  experience. 

The  Fisher  Plan  of  business  training  further  offers  young  people  individual 
advancement,  combined  with  group  instruction.  This  enables  students  to 

• 3 • 


Hcucun  Street  entrance 


THE  FISHER  SCHOOL 


progress  <is  rapidly  as  their  ability  permits.  Personality  development  is  con- 
sidered equally  as  important  as  business  training  and  this  is  fostered  by  cul- 
tural subjects  and  school  activities.  The  schools  provide  college-trained  and 
experienced  teacliers  who  are  interested  in  the  students  and  their  development. 
The  friendly  atmosphere  of  tlie  schools  is  a distinguishing  feature  which  makes 
for  enjoyable  student  life. 

Fisher  Schools  have  always  been  noted  for  the  thoroughness  of  their  courses. 
Each  subject  must  be  mastered  before  graduation.  A Fisher  diploma  is  awarded 
at  the  completion  of  any  of  the  several  courses. 

For  thirty-eight  years  Fisher  has  been  sending  out  young  people  to  repre- 
sentative firms  in  Greater  Boston.  To  these  Fisher  graduates  has  come  out- 
standing success.  In  all  walks  of  life  you  will  find  older  graduates  as  private 
secretaries  to  leading  executives,  managers,  holders  of  civic  positions,  owners 
of  their  own  businesses,  officers  in  banks  and  corporations,  civil  service  ap- 
pointees ; and  younger  graduates  as  stenographers,  secretaries,  bookkeepers 
and  accountants,  all  potential  executives. 

The  schools  are  interested  in  their  graduates  and  assist  in  planning  their 
careers  whenever  possible.  An  institution  is  only  as  good  as  the  service  it 
renders,  and  the  results  of  the  graduates  are  the  final  recommendation.  We 
present  our  two  schools  to  the  public  and  stand  on  the  record  of  our  alumnae! 

SOCIAL  AND  RECREATIONAL  PROGRAM 

It  is  the  firm  belief  of  the  school  that  a girl’s  success  in  life  is  due  equally  as  much 
to  social  poise  as  to  technical  training.  The  ability  to  meet  people  without 
embarrassment  or  shyness,  to  converse  intelligently  and  to  have  broad  Interests 
is  developed  by  actual  participation  in  many  types  of  extra-curricular  activities. 
Students  are  urged  to  take  part  in  these  events  as  guests  of  the  school  and 
which  are  a regular  part  of  the  school  program. 

The  1940-1911  school  season  included  membership  in  the  Y.  W.  C.  A.  for 
swimming  and  recreation,  a hike,  a student  luncheon,  several  celebrities  as 
guest  speakers,  a bus  tour  of  historic  Boston,  a formal  dance  at  the  Somerset 
Hotel,  several  informal  dances,  tickets  for  “Life  with  Father,”  the  Flower  Show, 
the  Symphony  Pop  Concert,  The  B.  U.  Men’s  Glee  Club.  Musicales  and  teas 
were  scheduled  for  the  mothers.  There  is  an  active  Glee  Club. 
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BOSTON  SCHOOL 

The  Boston  School  at  118  Beacon  Street  offers  ideal  facilities  for  the  training 
of  future  secretaries.  In  setting,  environment  and  equipment  it  denotes  busi- 
ness at  its  best  and  provides  complete  business  and  secretarial  training  in  all 
of  its  phases  exclusively  for  young  women. 

118  Beacon  Street  is  situated  in  the  school  area  of  Boston,  being  located 
almost  diagonally  across  from  the  famous  Boston  Public  Gardens,  very  near 
the  corner  of  Arlington  Street,  and  is  considered  ideal  for  school  purposes. 
Transportation  facilities  are  near  at  hand.  Subway  connections  are  made  at 
nearby  Arlington  Street  or  Charles  Street  stations,  and  the  Back  Bay  railway 
station  is  but  a short  walk.  Greater  Boston  students  will  find  the  location 
unusually  convenient.  Limited  parking  space  is  available  for  those  who  drive. 

Boston  is  a mecca  for  students  who  wish  to  enjoy  its  advantages.  As  a 
cultural  city,  it  offers  much  in  art,  music,  drama  and  entertainment  for 
the  leisure  hours.  The  huge  banks  and  corporations,  merchandising  units 
and  smaller  organizations  make  possible  first-hand  observation  of  business 
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procedure  and,  moreover,  offer  countless  employment  opportunities  for  Fisher 
graduates  from  both  schools. 

\ isitors  to  The  Fisher  School  find  an  imposing  five-story  granite  fire-proof 
building  completely  equipped  with  every  facility  for  modern  business  training. 

118  Beacon  Street  is  considered  one  of  the  show-places  of  Boston  and 
the  building  has  been  adapted  to  school  purposes  without  destroying  any  of 
its  distinctive  beauty. 

Beautiful  glass  and  iron  grill  work  doors  usher  visitors  to  the  first  floor, 
which  houses  all  the  administrative  offices.  In  keeping  with  the  policy  of  the 
founders,  the  executives  of  the  school  are  always  available  for  conference  and 
advice.  Most  unusual  is  the  marble  hanging  staircase  which  architects  come  from 
afar  to  study.  Other  beauty  spots  are  the  paneled  executive  offices,  the  Empire 
reception  room,  and  employment  office  with  its  Egyptian-influence  fireplace. 

The  graceful  staircase  leads  to  the  school  library  with  large  windowed  bay 
overlooking  the  Esplanade  and  Charles  River,  and  to  the  luxurious  school 
auditorium  with  its  beautiful  mirrors,  crystal  chandeliers,  and  figured  ceiling. 
These  two  rooms  combine  in  an  unusual  manner  to  give  more  than  adequate 
room  for  social  functions.  Particularly  Interesting  are  the  many  fireplaces  either 
made  especially  for  the  building  or  imported  from  European  palaces. 

Carpeted  stairways  and  elevators  give  access  to  the  upper  floors  which  include 
airy  classrooms  for  all  school  subjects,  laboratory  rooms  for  office  machines 
and  typewriting,  lounge  rooms,  locker  rooms,  lecture  rooms  and  teacher- 
conference  rooms.  Two  large,  balconied  air-wells  in  the  center  of  the  building 
assure  abundance  of  light  and  air.  Two  outdoor  balconies  and  the  roof  deck 
offer  recreational  facilities. 

There  is  a cafeteria  in  the  basement  for  student  use.  Visitors  are  urged  to 
note  how  well-planned  the  classrooms  are  from  the  standpoint  of  natural 
and  artificial  lighting,  convenience  and  equipment.  Students  appreciate  the 
modern  appointments,  the  unusual  facilities,  and  gracious  living  that  is  theirs 
at  118  Beacon  Street. 

Young  women  who  wish  to  enjoy  dormitory  life  in  Boston  may  do  so. 
Although  the  school  does  not  maintain  its  own  dormitory,  it  does  have  arrange- 
ments with  several  co-operative  school  dormitories  in  the  city.  Detailed 
information  will  be  furnished  on  request. 
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SOMERVILLE  SCHOOL 

In  a setting  of  charm  and  efficiency,  The  Fisher  School  at  Somerville  provides 
secretarial  training  exclusively  for  young  women.  Girls  enjoy  the  suburban 
setting  of  the  school  which  is  desirably  located  at  the  top  of  Winter  Hill, 
convenient  to  all  street-car  and  railway  lines.  For  those  who  wish  to  drive, 
there  is  ample  parking  space. 

Young  women  come  to  The  Fisher  School  principally  from  the  suburbs  north 
of  Boston.  There  are  also  many  students  from  Maine,  New  York,  New  Hamp- 
shire, Nova  Scotia  and  other  distant  localities  who  desire  the  advantages  of  a 
school  near  Boston.  They  find  this  school  j)articularly  desirable  because  good 
homes  in  which  to  earn  room  and  board  are  available  near  the  school.  Students 
also  benefit  from  the  limited  enrollment  which  makes  possible  interesting  friend- 
ships while  at  school  and  in  later  years. 
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Building  and  equipment  facilities  make  Fisher  an  unusual  secretarial  school. 
Prime  consideration  is  given  to  classrooms  and  their  furnishings.  The  rooms 
are  pleasant,  sunny  and  well-lighted ; the  classes  small,  equipment  up-to-date 
. . . enabling  all  to  receive  individual  attention  and  advancement. 

Particular!}"  enjoyable  is  the  wide  and  sweeping  lawn  dotted  with  shade 
trees;  the  well-kept  tennis  court;  the  building  with  its  wide  open  staircases, 
its  convenient  lounges,  the  provincial  kitchen  for  luncheons  and  teas,  and  the 
beautiful  reception  hall  with  its  inviting  fireplace.  To  complete  the  school’s 
equipment,  there  is  an  auditorium  with  facilities  for  lectures,  dances  and  parties, 
and  a game  room  for  relaxation. 

Social  life  and  good  times  form  an  important  part  of  every  girl’s  school 
experience.  The  directors  recognize  that  these  are  as  necessary  to  a girl’s 
development  as  intensive  study.  The  well-balanced  program  of  The  Fisher 
School  brings  contentment  and  stimulates  accomplishment. 

Fisher  graduates  find  that  the  time  spent  at  the  school  has  broadened  their 
background  and  given  them  security  in  the  knowledge  that  they  are  trained 
in  the  ways  of  business  . . . prepared  to  achieve  financial  independence. 
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HOME  RESIDENCE  PLAN 

Each  year  many  young  women  who  live  beyond  commuting  distance  of  the 
school  use  the  Home  Residence  Plan.  This  co-operative  plan  requires  a girl  to 
perform  light  household  duties  in  exchange  for  room  and  board.  The  school 
inspects  each  home  before  recommendations  are  made.  This  year  there  are 
students  from  Maine,  New  Hampshire  and  Massachusetts  attending  school  on 
this  basis.  Additional  information  about  this  plan  may  be  had  on  request. 

EMPLOYMENT  OPPORTUNITIES 

The  Fisher  School  maintains  a strong  and  efficient  personnel  and  guidance 
department  for  the  placement  of  its  graduates.  This  department  is  headed  by 
a woman  who  has  had  special  training  and  experience  in  personnel  work  and 
has  been  eminently  successful.  For  the  past  three  years  the  employment  record 
of  graduates  has  been  better  than  98  per  cent.  The  school  graduated  113  young 
people  in  October,  1940,  and  by  the  first  of  January,  1941,  they  had  all  been 
placed  with  the  exception  of  two.  In  addition,  the  school  also  filled  over  a 
hundred  and  forty  positions  calling  for  experienced  graduates. 

During  the  year  1940  the  personnel  department  received  556  employment 
calls  for  Fisher  graduates.  This  average  of  five  jobs  for  each  graduate  gave 
the  student  ample  selection  for  choice  of  position. 

Graduates  of  both  schools  are  assisted  as  far  as  possible  in  securing  positions 
at  the  time  they  complete  their  courses,  or  at  any  subsequent  time,  if  they  feel 
they  cannot  secure  maximum  advancement  in  the  position  they  first  accepted. 

It  is  highly  important  to  students  to  have  the  assurance  that  there  will  be 
opportunities  and  help  for  effective  placement  after  graduation. 

This  personnel  office  cares  for  the  actual  placement  of  graduates,  but  in 
addition  carries  on  a program  of  student  evaluation.  Individual  counseling  of 
students  is  arranged,  a course  is  given  on  the  techniques  of  job  finding,  and 
entrance  to  the  initial  position  is  simplified  as  much  as  possible. 

The  work  of  this  bureau  is  permanent  and  is  a service  which  the  school  per- 
forais  without  charge  for  graduates  and  employers. 

Although  employment  calls  are  received  at  both  schools,  the  bureau  is  central- 
ized at  Boston  for  convenience. 
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Tlie  list  of  concerns  below  represents  types  of  employment  that  recent  Fisher 
graduates  have  accepted.  Many  graduates  have  risen  to  positions  of  importance 
in  their  fields.  Today  offers  equal  if  not  better  opportunities  than  ever  for  young 
women  who  have  the  proper  secretarial  training. 


• MANUFACTURING 
Alden-Speare's  Sons  Company 
Armstronji  Cork  Company 
Austin  Hastinjrs  Company 
Rachrach,  Incorporated 

Bird  Machine  Company 
Boston  Knitting  Mills 
Canada  Dry  Company 
Canine  Catering  Company 
Cohimhia  Mills 
Conant  Ball  Comj)any 
Egyptian  Chemical  Com])any 
Equitable  Paper  Bag  Company 
General  Electric  Company 
General  Machinery  Corporation 
International  Business  Machines,  Inc. 
International  Harvester  Corporation 
Kendall  Mills 

Lehigh  Structural  Steel  Corporation 
Masnry  Young  Company 
McKensie  Engraving  Company 
Metropolitan  Ice  Company 
Millen  Machine  Company 
Otis  Elevator  Company 
Revere  Sugar  Refinery 
Rose-Derry  Company 
Scully  Steel  Products  Company 
Sexton  Can  Company 
Sherwin-Williams  Paint  Company 
Single  Service  Containers,  Inc. 
Spencer  Shoe  Company 
Tileston  and  Hollingsworth  Company 
Westinghouse  Electric  Company 
Wheeler  Reflector  Company 
Wilson  Manufacturing  Company 
York  Safe  and  Lock  Company 

• MERCHANDISING 

Filene’s,  Wm.,  Sons  Company 
Hewins  and  Hollis,  Incorporated 
■Iordan  Marsh  Company 
Old  Colony  Furniture  Company 


Paine  Furniture  Company 
Scott  Furriers 
Sears,  Roebuck  & Company 
Stearns,  R.  IL,  Company 

• FOODS 

Adams,  Chapman  Company 

Chamberlain’s 

Seiler,  II.  J.,  Company 

Star  Market 

Waldorf  System 

• DISTRIBUTION 

Ajax  Supply  Company 
Andrews  Paper  Company 
Barrabees,  Incorporated 
Belmont  Lumber  Company 
Bennett  Company 
Braman,  Dow  Company 
Bridges,  Wilson,  Company 
Brown  Company,  The 
Dickson  Coal  Company 
Durland  Bakery 
Eastern  Company 
Edmonds  Coffee  Company 
Fay,  C.  E.,  Company 
General  Heat  and  Appliance 
Glendale  Coal  Company 
Goldthwaite,  C.  H.,  Company 
Hathaway  Baking  Company 
Little  Cinema  House 
M & P Theatre  Corporation 
N.  E.  Tea  Packing  Company 
Quincy  Lumber  Company 
Russell  Burnett,  Incorporated 
Shell  Oil  Company 

United  Farmers  Corporation  Creamery 

• REAL  ESTATE 

Boardman,  Reginald 
Boardman,  T.  Dennie 
Waterhouse,  C.  D. 
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• CONSTRUCTION  and  ENGINEERING 

Chandler  Construction  Company 
Clarke  and  Tate 
McCourt,  John,  Company 
Stets  Company 

• PUBLIC  UTILITIES 

Cambridge  Gas  and  Light  Company 
Eastern  Gas  and  Fuel  Associates 
New  England  Coke  Company 

• BANKING 

First  National  Bank,  Medford 
Hillside  Cooperative  Bank 
Medford  Savings  Bank 
Middlesex  Federal  Loan  and  Savings 
National  Shawmut  Bank 
New  England  Trust  Company 
Second  National  Bank 


Somerville  National  Bank 

Winter  Hill  Federal  Loan  and  Savings 

• TRANSPORTATION 

American  Airlines 
Hall  and  Sons,  C.  E.,  Incorporated 
Moiselle  Coach  Company 
Northeast  Airlines 

• FINANCE 

Acceptance  Factors 
Archer  and  Company 
Boston  P.  O.  Emp.  Credit  Linion 
Carruthers,  John,  Company 
Fidelity  Finance  Company 
Peabody,  Henry  W.,  Company 
Personal  Finance  Company 
Public  Loan  Company 
Prudential  Financial  Corporation 
Rand  Brothers  and  Company 
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• LAW 

Dunn,  Scannell  and  Roberts 
Forte,  Arthur 
Hale  and  Dorr 
Hines,  Joseph 
Jackson,  Fred.  H. 

Lockett,  J.  F. 

MacCormack,  Dwight 

Sawyer,  Hardy,  Stone  and  Morrison 

Smith,  Franklin  E. 

Smith,  Louis  C. 

• PUBLISHING  and  PRINTING 

Allyn  and  Bacon 
Bellman  Publishing  Company 
Boston  Evening  Transcript 
Day,  Frank  T.,  Advertising 
Economic  Publications 
Expression  Company,  The 
ISIurray  Printing  Company 
National  Sportsman 
Tudor  Press,  Incorporated 

• MEDICAL 

Cambridge  Hospital 
Central  Hospital 
Clapp,  Otis,  & Son 
McLean  Hospital 
Dr.  A.  F.  McWilliams 
Dr.  Herman  Osgood 
Somerville  Hospital 
Dr.  Taplan 

• GOVERNMENT 

City  of  Somerville 

Commonwealth  of  Massachusetts 

First  Naval  District,  Charlestown 

Superintendent’s  OflBce,  City  of  Everett 

U.  S.  Draft  Board 

U.  S.  War  Department,  Washington 

• INSURANCE 

Aetna  Casualty  Insurance  Company 
Aetna  Life  Insurance  Company 
American  Mutual  Liability  Company 
Blessington,  H.  Arthur 


Employers  Liability  Assur.  Company 

Equitable  Life  Insurance  Company 

Fairfield  and  Ellis 

Field  and  Cowles 

John  Hancock  Company 

Jordan  Read  Company 

Liberty  Mutual  Insurance  Company 

Loyal  Protective  Life  Insurance  Company 

Lumberman’s  Mutual  Insurance  Company 

New  York  Life  Insurance  Company 

New  England  Mutual  Insurance  Company 

Nixon,  Ernest 

Obrion  Russell  Company 

Savings  Life  Insurance  Council 

• EDUCATIONAL  and  INSTITUTIONAL 

American  Institution  for  Econ.  Research 
Arlington  School  Department 
Boston  Tuberculosis  Association 
Boys’  Club  of  Boston 
Dudley  Street  Baptist  Church 
Emerson  College 
Huntington  School 
Lawrence  Academy  at  Groton 
Massachusetts  Forests  and  Parks 
New  England  Home  for  Little  Wanderers 
Visual  Education  Service 
Y.  M.  C.  A. 

Y.  W.  C.  A. 

• MISCELLANEOUS 

Chilton  Debutante  Service 
City  Fuel  Company 
Clark,  Wilcox,  Company 
Dunn,  D.  W.,  Company 
Fairchild  Company 
Frost  and  Higgins  Company 
Hofbauer,  Victor  S. 

Keystone  Letter  Service 
Lewis-Shepard  Company 
Martell,  A.  E. 

Medford  Taxpayers  Association 
Reliable  Cleaning  Company 
Retail  Trade  Board 
Robinson,  John  T.,  Company 
Suburban  Home  Laundry 
Town  Taxi 
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FACULTY  AND  OFFICERS 


Edmund  H.  Fisher,  B.A Principal 

Western  Normal  College,  teaching  and  business  experience  for  fifteen  years 
previous  to  founding  of  school  in  1903. 

Myron  C.  Fisher,  B.A Principal 

Western  Normal  College,  teaching  and  business  experience  for  twelve  years 
previous  to  founding  of  school  in  1903. 

Sanford  L.  Fisher,  B.S.,  Ed.M.  . President,  Director  of  Stenographic  Department 
Fisher  Business  School,  Graceland  College,  Boston  University;  teaching  experi- 
ence; on  Fisher  staff  since  1928. 

Myron  C.  Fisher,  Jr.,  A.A.,  B.S.  in  Ed.  . Vice-President,  Director  of  Typewriting 

and  Office  Practice  Departments 

Fisher  Business  School,  Graceland  College,  State  Teachers  College,  Harvard  Sum- 
mer School,  Boston  University;  business  and  public  school  teaching  experience; 
on  Fisher  staff  since  1935. 

Albert  L.  Fisher,  A.A.  . . Secretary-Treasurer,  Director  of  Somerville  School 

Fisher  Business  School,  Graceland  College,  University  of  Iowa,  Boston  University; 
business  and  private  school  teaching  experience;  on  Fisher  staff  since  1935. 

Joseph  J.  Carty,  L.L.B.  . . Economics,  Accounting,  Law,  Business  Mathematics 

Fisher  Business  School,  Bentley  School,  Suffolk  Law  School;  teaching  experience; 
on  Fisher  staff  since  1913. 

Florence  Andrew,  B.S.,  Ed.M.  Shorthand,  T ypewriting,  English,  Speech,  Spelling 
Brown’s  Business  College,  Curry  School  of  Expression,  Boston  University;  eight 
years  on  business  school  faculties;  on  Fisher  staff  since  1921. 

Roberta  Clare  Macdonald,  A.B.,  M.C.S.  . . . Shorthand,  Stenotype,  Spelling 

Regis  College,  Fisher  Business  School,  Boston  University;  teaching  experience; 
on  Fisher  staff  since  1936. 

Lila  Davis  Whiting Shorthand 

Fisher  Business  School,  Boston  University;  teaching  experience;  on  Fisher  staff 
since  1927. 

Carol  Adams  Landry,  B.S.S.  . Accounting,  Law,  Economics,  Business  Mathematics 

Personal  Development 

Boston  University,  Harvard  Summer  School;  public  school,  college  and  university 
teaching  experience;  on  Fisher  staff  since  1938. 

Agnes  Adams  Fisher,  A.A English,  Psychology,  Personal  Development 

Graceland  College,  Kansas  City  Business  College;  teaching  and  business  experi- 
ence; on  Fisher  staff  since  1933. 
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Mary  C.  Plante Stenography,  Bookkeeping,  Mathematics,  Law 

Keene  Normal  School,  University  of  New  Hampshire,  Gregg  College;  seventeen 
years’  teaching  experience;  on  Fisher  staff  since  1939. 

Florence  List  McGilvray,  B.S.  in  Ed Typewriting,  Word  Study 

State  Teachers  College,  Salem,  Graduate  work  at  Harvard;  six  years’  teaching 
experience;  on  Fisher  staff  since  1939. 

Lenore  Aitken  Bleher Typewriting,  Secretarial  Training 

Chandler  School,  Haiward  Summer  School,  Simmons  Summer  School,  Boston 
University;  fifteen  years’  teaching  experience. 

Marjorie  L.  Lamont,  A.B Shorthand,  Typewriting 

Tufts  College,  B.  U.  Graduate  School;  teacliing  and  personnel  experience;  on 
Fisher  staff  since  1910. 

Emily  K.  Nickerson,  B.S.S Bookkeeping,  Mathematics,  Shorthand 

Boston  University;  teaching  experience;  on  Fisher  staff  since  1940. 

Rebecca  Kimball  Carter School  Secretary 

Fisher  Business  School,  Boston  University;  Inisiness  and  teaching  experience; 
on  Fisher  staff  since  1913. 

Althea  B.  Smith School  Secretary 

Fisher  Business  School;  six  years’  business  experience;  on  Fisher  staff  since  1938. 

Hazel  L.  Boehnke Secretary 

Normal  School,  Canada,  Underwood-Elliot-Fisher  School;  eight  years’  business 
experience;  on  Fisher  staff  since  1936. 

E.  Newton  Smith,  A.M.E Director  of  Student  Guidance 

Tufts  College-Yale  Summer  School,  Yale  Graduate  School  of  Education;  thirteen 
years’  business  experience;  eighteen  years’  high  school  principal;  on  Fisher  staff 
since  1939. 

Peg  Pitman,  A.B Personnel  Director 

Smith  College,  Simmons  College  Summer  School,  Smith  College  Graduate  School; 
six  years’  personnel  and  employment  experience,  one  year’s  business  experience. 


ADVISORY  BOARD 


Mrs.  Etta  Austin  McDonald  . Author,  Trustee  of  Lasell  Junior  College,  Formerly 

Director  of  Chandler  Secretarial  School 


Miss  Annie  C.  Woodward,  B.B.A.,  S.C.D.  . Head  of  Commerce  and  Industry  Depart- 
ment, Somerville  High  School 

Fred  Clifton  Gray,  B.S.,  M.A.  . Principal,  The  Lawrence  Academy  at  Groton, 

Massachusetts 
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COURSES 

Executive  Secretarial Two  Years  — Four  Semesters 

Medical  Secretarial Tw’o  Years  — Four  Semesters 

Legal  Secretarial Two  Years  — Four  Semesters 

Secretarial One  and  one-half  Years  — Three  Semesters 

Finishing  Secretarial One  Year  — Two  Semesters 

Stenographic One  Year  — Two  Semesters 

Y Y Y 

College  Graduate  Stenographic  Course Five  Months 

{Offered  only  at  the  Boston  School) 


THE  EXECUTIVE  SECRETARIAL  COURSE 

To  be  an  executive  secretary  with  the  opportunities  it  presents  is  the  dream 
and  ambition  of  many  young  women.  A secretaryship  offers  many  more  desirable 
advantages  than  other  professions  — convenient  hours,  financial  independence, 
pleasant  environment,  interesting  friends,  vacations,  and  opportunities  to 
participate  in  the  fascinating  problems  of  business. 

Each  year  many  secretaries  are  selected  from  the  ranks  to  fill  the  more 
exacting  and  responsible  positions  in  business.  The  secretary  who  wishes  to 
rise  above  her  job-seeking  competitors  is  the  one  who  devotes  time  securing  a 
broad  cultural  background  in  addition  to  vocational  or  technical  training.  This 
background  is  also  an  invaluable  aid  in  the  adjustments  which  have  to  be  made 
in  the  complex  business  world  after  school  days  are  over. 

The  Executive  Secretarial  Course  equips  young  w'omen  for  more  responsible 
as  well  as  more  specialized  types  of  positions  due  to  more  extensive  vocabularies 
and  highly  skilled  training. 

It  is  the  purpose  of  this  course  to  have  young  women  properly  oriented  for 
business  and  general  living.  This  is  accomplished  by  courses  in  Social  Orienta- 
tion, Psychology,  Law,  Current  Economics,  and  Speech.  Training  in  Executive 
Procedure,  Research,  Personal  Development,  and  Business  Practices  familiarizes 
a student  with  the  duties  of  a secretary,  personal  qualities  expected,  and  the 
many  opportunities  for  advancement,  responsibilities  and  rewards. 
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A knowledge  of  accounting  and  financial  matters  is  a necessity  for  the  true 
secretary.  Often  it  is  she  who  controls  private  ledger  accounts  of  the  employer 
as  she  is  the  confidential  assistant. 

It  is  assumed  that  the  secretary  shall  be  an  expert  stenographer.  Secretarial 
duties  include  executive  tasks  such  as  handling  correspondence  without  dictation, 
collecting  and  ai’ranging  business  data,  meeting  and  interviewing  callers,  making 
appointments  and  planning  itineraries. 

The  cultural  subjects  so  link  with  the  technical  ones  that  a student  may 
acquire  those  qualities  so  necessary  to  the  able  secretary  — poise,  confidence, 
attractive  speech,  initiative,  and  winning  qualities  of  personality  and  character. 

As  a final  project,  each  girl  is  required  to  select  a particular  field  of  interest 
in  business  for  research  and  study. 

This  course  endeavors  in  all  of  its  subjects  to  prepare  young  women  for 
the  preferred  secretarial  positions. 

Entrance  to  this  course  requires  a college,  normal  or  academic  H.  S.  diploma. 


Executive  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester  Periods 

per  week 


Secretarial  Accounting  I,  II 10 

Typewriting 5 

English  and  Word  Study 5 

Penmanship  2 

Business  Law  .3 

Business  Mathematics 2 

Social  Orientation 3 


Second  Semester  Periods 
per  week 


Secretarial  Accounting  III 10 

Typewriting 5 

English — Business  Correspondence  5 

Personality  Development 2 

Current  Economic  Problems 3 

Shorthand  Theory 5 


SECOND  YEAR 


Third  Semester 


Periods 
per  week 


Shorthand  Transcription  and 

Dictation  

Typewriting 

English,  Advanced 

Business  Practice 

Speech 


15 

6 

2 

5 

3 


Fourth  Semester  Periods 

per  week 

Executive  Dictation 10 

Psychology 2 

Employment  Guidance  2 

Executive  Procedure 5 

Speech  3 

Advertising  2 

Salesmanship  3 

Executive  Research  and  Reports.  . 3 
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A pojiular  place  at  noon 

THE  MEDICAL  SECRETABIAL  COURSE 

Boston  is  one  of  the  largest  medical  centers  of  the  United  States.  Its  medical 
schools  and  hospitals  are  nationally  known  for  their  outstanding  work.  Nat- 
urally, these  institutions  and  the  attendant  doctors  require  secretarial  assistance 
of  a specialized  nature. 

In  the  past,  physicians  had  to  accept  for  their  secretaries  graduates  who 
had  no  specialized  training  and  who  were  totally  unfamiliar  with  professional 
ethics  and  procedure.  These  employers  have  had  to  train  their  secretaries  person- 
ally in  the  added  knowledge  necessary  to  make  them  competent  in  medical  work. 

The  purpose  of  medical  instruction  is  to  make  the  student  familiar  with  the 
functions  and  methods  of  medical  practice,  to  help  her  to  acquire  a good  working 
vocabulary  of  medical  words  and  phrases,  and  to  make  her  proficient  in  writing 
medical  language  in  shorthand  and  with  a typewriter,  and  to  train  her  to  do  the 
many  tasks  that  relieve  her  employer  of  care  concerning  his  office. 
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It  is  required  that  the  inedical  secretary  shall  he  as  familiar  with  medical 
facts  and  language  as  the  business  secretary  is  with  the  language  and  facts  of 
business.  She  must  be  as  adept  in  performing  her  sjiecial  duties,  and  she  should 
understand  the  psychology  of  jiatients  as  well  as  other  secretaries  understand 
the  psychology  of  customers,  prospects,  and  clients. 

Expenenccd  instructors  on  the  school  staff  teach  all  of  the  business  subjects 
in  this  course.  However,  outside  physicians  are  invited  as  guest  speakers  to  care 
for  lecture  work  and  information  on  medical  work.  This  work  is  also  supplemented 
with  actual  practice  training  in  some  of  the  city’s  best  hospitals  and  clinics. 

It  has  been  the  purpose  of  this  course  to  parallel  it  with  the  Executive  Secre- 
tarial, so  that  the  medical  secretary  may  have  the  same  rich  background,  the 

•V  ,1  t , 

same  techniques  and  skills  before  specialization.  This  enables  one  to  step  into 
other  fields  of  endeavor,  if  necessary,  without  hesitancy. 

A student  wishing  to  enter  this  course  should  have  had  a college,  academic 
or  normal  course  in  higli  school. 


Medical  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester  Periods 

per  week 

Secretarial  Accounting  I,  II 10 

Typewriting 5 

English  and  Word  Study 5 

Penmanship  2 

Business  Mathematics 2 

Business  Law .3 

Social  Orientation  3 


Second  Semester  Periods 
per  week 


Secretarial  Accounting  III 10 

Typewriting 5 

English — Business  Correspondence  5 

Personality  Development 2 

Current  Economic  Problems 3 

Shorthand  Theory 5 


SECOND  YEAR 


Third  Semester  Periods 

per  week 

Shorthand  Transcription  and 


Dictation  15, 

Typewriting  . . . .' 5 

English,  Advanced 2 

Business  Practice 5 

Speech  3 


Fourth  Semester  Periods 
per  week 


Medical  Dictation 10 

Medical  Lectures 3 

Medical  Terminology  2 

Executive  Procedure 5 

Speech  3 


Employment  Guidance  . . . 

Psychology  

Volunteer  Hospital  Work 
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LEGAL  SECEETAIUAL  COUESE 

The  field  of  Law  is  an  exacting  one,  but  interesting,  and  provides  fine  oppor- 
tunities for  secretarial  specialization.  Legal  firms  and  lawyers  are  numerous, 
but  good  legal  secretaries  are  rare.  There  are,  however,  many  excellent  oppor- 
tunities in  this  field. 

Formerly,  stenographers  served  long  apprenticeships  in  law  offices.  They 
went  to  court  with  the  lawyers;  they  transcribed  legal  papers  and  pleadings, 
and  performed  all  the  routine  duties  of  the  profession  before  they  became 
efficient  legal  secretaries. 

Today,  lawyers  expect  the  school  to  give  much  of  this  training  beforehand  so 
that  a secretary  can  step  into  the  law  office  and  take  hold  immediately. 

This  course  seeks  to  familiarize  the  student  with  her  future  surroundings  — 
to  anticipate  the  strangeness  of  new  terms  and  new  tasks,  thereby  shortening  the 
period  of  adaptation  and  giving  more  time  for  concentration  on  perfection  of 
work.  The  progress  of  a lawsuit  and  the  logical  procedural  order  of  various  legal 
documents  are  discussed  from  the  secretary’s  point  of  view,  and  practical  sug- 
gestions are  made  as  to  how  the  secretary  can  be  of  greater  value  to  the  lawyer- 
employer  by  relieving  him  of  routine  “paper  work.”  Finally,  dictation  material 
is  provided  in  addition  to  the  legal  forms  for  use  in  developing  speed  and 
perfection  in  legal  stenography  and  in  acquiring  a legal  vocabulary. 

The  purpose  of  the  course  is  to  develop  from  a confusing  mass  of  legal  detail 
a systematized  knowledge  of  legal  forms  and  procedures  and  the  routine  encoun- 
tered in  a busy  law  office.  The  study  includes  descriptions  of  the  methods  to  be 
used  in  interviewing  a client ; preparing  such  legal  papers  as  the  summons, 
complaint,  motions,  subpoenas,  and  stipulations ; taking  question  and  answer 
testimony;  court  reporting  and  sjieech  reporting;  and  managing  a collection 
department. 

To  an  ambitious  young  woman,  an  intelligent  understanding  of  the  handling 
of  these  and  many  other  operations  concerned  with  legal  procedure  can  be  made 
the  basis  for  advancement  in  a law  office  to  tasks  more  important  than  mere 
typing  and  transcription. 

This  course  meets  the  pressing  need  of  the  lawyers  and  gives  an  excellent 
legal  secretarial  training  for  career  young  women. 
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The  foundation  of  this  course  is  similar  in  content  to  that  of  the  Executive 
Secretarial  so  that  the  legal  secretary  may  have  a rich  background  and  skill  in 
secretarial  techniques.  The  specialization  is  given  in  the  fourth  semester.  A 
college,  normal  or  academic  diploma  from  high  school  is  required  for  entrance. 


Legal  Secretarial  Course  Outline 

Two  Years  Four  Semesters 

FIRST  YEAR 


First  Semester  Periods 
per  laeek 


Secretarial  Accounting  I,  II 10 

Typewriting 5 

English  and  Word  Study 6 

Penmanship  2 

Business  Mathematics 2 

Business  Law 3 

Social  Orientation 3 


Second  Semester  Periods 
per  week 


Secretarial  Accounting  III 10 

Typewriting 6 

English — Business  Correspondence  5 

Personality  Development 2 

Current  Economic  Problems 3 

Shorthand  Theory  6 


SECOND  YEAR 


Third  Semester  Periods 

per  week 

Shorthand  Transcription  and 

Dictation  15 

Typewriting  5 

English,  Advanced 2 

Business  Practice 5 

Speech  3 


Fourth  Semester 

Legal  Dictation 10 

Legal  Terminology 2 

Law  Office  and  Court  Procedure.  . 3 

Executive  Procedure 5 

Employment  Guidance 2 

Speech  3 

Psychology 2 

Executive  Research  and  Reports.  . 3 
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THE  SECUETAIUAL  COUliSE 

More  and  moi'e  business  and  professional  men  and  women  are  depending  upon 
the  services  of  well-trained  assistants ; those  who  have  had  training  beyond  the 
purely  routine  work  of  the  stenographer  and  have  developed  initiative,  interest, 
tact,  poise  and  capacity  for  hard  work. 

This  course  provides  a quicker  and  narrower  approach  to  the  secretarial 
held  and  is  offered  to  those  who  do  not  feel  that  they  can  afford  the  time  or 
money  to  take  the  two-year  Executive  Secretarial  Course.  The  subjects  are  so 
arranged  that  a student  may  continue  them  in  summer  school,  which  naturally 
shortens  the  time  for  completion  of  the  course.  Students  who  select  this  course 
usually  have  the  college  course  in  high  school. 

This  course  represents  the  training  which  broad  experience  has  shown  to 
he  necessary  for  the  preparation  of  a confidential  assistant.  No  other  training 
of  comparable  length  offers  greater  opportunity  for  advancement,  or  for  more 
pleasant  work,  than  that  which  is  available  upon  the  completion  of  this  course. 


Secretarial  Course  Outline 


One  and  one-half  Years 


First  Semester 

Secretarial  Accounting  I,  II 

Typewriting 

English  and  Word  Study.  . . . 

Business  Mathematics 

Penmanship  

Business  Law 

Shorthand  Theory 


Periods 
per  week 

10 

5 


Three  Semesters 

Second  Semester  Periods 
per  week 


Shorthand  Theory 13 

Typewriting 10 

English — Business  Correspondence  5 
Personality  Development 2 


Third  Semester 

Shorthand  Transcription  and 


Dictation  15 

Typewriting 5 

Business  Practice 8 


Employment  Guidance 


FINISHING  SECFETARIAL  COURSE 

Many  young  women  have  taken  a commercial  course  in  high  school,  but  find 
that  they  need  to  supplement  that  training  with  additional  research  and  study. 
Their  youth  and  the  brevity  of  high  school  study  of  commercial  subjects  have 
prevented  them  from  studying  tlie  more  advanced  problems  of  business. 
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Then'  in  n tiiini.i  court  for  xludculn’  u.ic  at  the  Somerville  School 

The  usual  applicant  for  this  course  has  completed  at  least  two  years  of 
shorthand  and  typewriting,  and  two  years  of  bookkeeping.  The  course  is  sched- 
uled to  be  completed  in  one  school  year.  Students  with  less  credit  will  be  given 
full  value  for  their  work  done  in  high  school. 


Finishing  Course  Outline 

One  Year  Two  Semesters 


First  Semester  Periods 

per  week 

Secretarial  Accounting  lA,  2A.  . .10 

Typewriting,  Advanced 2 

Personality  Development  2'^ 

Shorthand  Theory,  Review 2 

Business  Law 3 

Business  Mathematics 2 ^ 

Penmanship  2 — 

English  and  Word  Study 5^ 


Second  Semester  Periods 
per  week 

Shorthand  Transcription  and 


Dictation  13 

Typewriting,  Advanced 5 

Business  Practice 5 

Employment  Guidance 2 


English  - Business  Correspondence  5 
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THE  STENOGRAPHIC  COURSE 

American  business  is  largely  done  by  mail.  Thus  the  stenographer  finds  her 
important  place,  an  assistant  equipped  to  take  dictation  and  transcribe  notes 
in  the  form  of  business  letters  and  papers  of  every  type. 

Business  absorbs  large  numbers  of  stenographers  each  year  and  many  oppor- 
tunities await  the  better  trained.  The  thorough  preparation  given  permits 
graduates  confidently  to  render  quality  service  as  stenographers. 

The  practical  content  of  this  course  enables  graduates  to  cope  intelligently 
with  every-day  problems  and  lays  a groundwork  for  successful  achievement. 


Stenographic 

One  Year 

First  Semester  Periods 

per  week 


Shorthand  10 

Typewriting 10 

English  and  Word  Study 5 

Business  Mathematics 3 

Penmanship  2 


Course  Outline 

Two  Semesters 

Second  Semester  Periods 
per  week 


Transcription  and  Dictation 13 

Typewriting 5 

English -Business  Correspondence  5 

Business  Practice 5 

Employment  Guidance 2 


FIVE-MONTH  COLLEGE  GRADUATE  COURSE 

College  graduates  over  a period  of  years  have  shown  the  need  for  highly  intensive 
business  training  to  supplement  the  traditional  college  course. 

The  skill  subjects  of  shorthand  and  typewriting  offer  college  graduates 
opportunities  in  a wide  variety  of  occupations  that  would  otherwise  be  closed, 
and  provide  a means  of  immediate  financial  return. 

The  course  as  shown  below  is  popular  with  those  who  have  completed  regular 
college  training,  who  wish  thorough  training  in  the  essentials  in  the  shortest 
possible  time  and  want  effective  placement.  Students  must  have  a degree  from  a 
four-year  college  and  present  a good  record.  Due  to  the  background  of  the 
students  and  the  highly  intensified  work  of  this  course,  the  group  is  limited  to 
twenty-five  and  the  course  is  offered  only  at  the  Boston  School.  Classes  admitted 
only  on  October  6,  194<1,  and  February  2,  1942. 

College  Graduate  Course  Outline 

Gregg  Shorthand  Theory  Typewriting 

Transcription  and  Dictation  Business  Practice 
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CIVIL  SERVICE 

The  demand  for  Government  (f’edei-al,  state  and  city)  stenographic  and  secre- 
tarial assistance  is  growing  in  an  unprecedented  manner.  So  many  agencies 
have  been  enlarged  and  new  departments  added  to  tlie  Federal  Government  that 
there  is  a steady  stream  of  young  women  going  to  Washington  under  Civil 
Service  appointments.  In  addition,  tlie  National  Defense  program  has  increased 
the  demand  not  only  in  Washington  but  liere  in  New  England. 

There  are  many  state  and  city  positions  which  require  Civil  Service 
examinations. 

Although  the  regular  courses  are  adequate  preparation  for  the  Civil  Service 
examinations,  Fislier  School  offers  a special  Civil  Service  course  for  those 
who  are  interested. 


Shorthand  Dictation 

Typewriting 

Rough  Draft  Copying 

Business  Plain  Copying 

English 


Spelling 
Word  Study 
Arithmetic 
General  Tests 

Practice  Civil  Service  Examinations 


VISUAL  EDUCATION 

Visual  material  that  applies  to  the  secretarial  field  is  somewhat  difficult  to  obtain. 
However,  this  type  of  education  is  important  and  every  effort  is  made  to  have 
at  least  one  film  a month. 

Typical  educational  films  shown  are  Techniques  of  Good  Typewriting,  Tips 
for  Typists,  Speed  Typewriting,  Proper  Dress  and  Attitude  for  Job  Seekers, 
and  Find  a Job. 

Entertaining  films  are  shown  in  addition  to  the  educational  program. 
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and  administrators,  acquiring  knowledge  and 
practical  experience  in  office  procedure. 

Business  Practice  (Intensive  for  College 
Graduates)  — The  most  important  office  pro- 
cedures in  addition  to  shorthand  and  type- 
writing are  given  to  this  group.  They  include 
the  standard  office  machines,  regular  office 
routines,  and  filing  and  indexing.  All  of  the 
material  is  adapted  to  the  background  of  the 
College  Group. 

English  and  Word  Study — Practical  and 
interesting  review  of  the  fundamentals  of 
grammar.  Special  attention  and  drill  are 
given  to  the  correction  of  habitual  errors  in 
speech  and  writing.  Spelling  and  word  study 
are  given  particular  emphasis. 

Employment  Guidance — Students  who  have 
had  no  previous  experience  find  entrance 
into  business  rather  difficult.  The  course  in 
Employment  Guidance  is  designed  to  bridge 
the  gap  and  make  it  easier  for  the  student  as 
she  makes  application  for  her  initial  position. 
Students  are  trained  in  office  courtesies,  what 
to  say  and  do,  practice  interviews,  and  prac- 
tice filling  in  of  applications  for  employment. 
They  also  make  a study  of  the  geography  of 
Greater  Boston  and  study  many  small  details 
that  give  confidence  and  poise. 

English,  Advanced  (English  Analysis  and 
Criticism) — This  course  deals  with  a com- 
prehensive review  of  business  letter  writing 
from  an  analytical  and  critical  point  of  view; 
practice  in  criticizing,  correcting,  and  improv- 
ing the  work  of  others  tactfully  and  effec- 
tively; a special  study  of  letter  writing  in  the 
student’s  field  of  interest  will  be  e.xpected. 

English  — Business  Correspondence  — 
A study  is  made  of  arrangement,  set-up,  and 
composition  of  the  various  types  of  business 
letters;  special  attention  to  the  letter  of  ap- 
plication. This  study  trains  the  students  in 
forceful  and  effective  writing. 

Executive  Dictation  — A truly  finishing 
course  for  the  Executive  Secretarial  student. 


It  is  devised  to  attain  the  highest  degree  of 
skill  required  for  the  better  type  of  position. 
Special  attention  is  given  to  the  developing  of 
extensive  vocabulary  in  technical  and  non- 
technical matters,  giving  the  student  the  abil- 
ity to  deal  with  any  difficult  material.  This 
group  will  have  dictation  with  executives  of 
the  school,  thus  broadening  their  business 
experience. 

Executive  Procedure  — This  division  con- 
sists of  training  having  to  do  with  the  devel- 
opment of  proper  attitudes;  the  portrayal  of 
aspects  of  the  work  of  the  business  manager; 
and  the  presentation  of  the  background  for 
sympathetic  understanding  of  his  problems. 
Procedure  is  based  on  lectures  and  use  of  the 
problem  method  in  classroom  work  covering: 
essential  personal,  moral,  mental,  and  phys- 
ical characteristics  necessary  to  the  assistant 
to  the  executive;  essential  ethics  and  ameni- 
ties; the  business  organization  and  how  to 
adjust  oneself  to  the  new  position;  mailing 
systems  and  postal  regulations;  the  proper 
handling  of  callers;  the  use  of  the  scrap-book 
in  business;  a survey  of  business  reference 
books;  arranging  itineraries;  the  preparation 
of  financial  budgets;  the  construction  of 
graphs;  the  preparation  of  reports,  speeches, 
and  articles;  instruction  in  use  of  telegrams 
and  cablegrams;  training  in  editing,  printing, 
and  proof-reading;  systematization  of  the  ex- 
ecutive’s work  and  the  executive’s  desk ; points 
on  dictation ; points  to  be  considered  in  equip- 
ping the  office;  marketing  one’s  ability — per- 
sonal application  and  letters  of  application. 

Executive  Research  and  Reports — The 
young  woman  who  aspires  to  executive  secre- 
tarial work  must  have  the  ability  to  collect, 
codify,  and  interpret  information.  Young 
women  are  taught  to  obtain  information  by 
objective  or  first-hand  methods,  and  by  sub- 
jective or  reference  methods.  During  the 
training  in  objective  surveys,  stress  is  laid 
upon  the  necessity  for  strictly  disinterested 
and  impersonal  observation.  These  projects 
include  industrial,  merchandising,  advertis- 
ing, and  other  allied  fields  of  business.  The 
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various  sources  of  collected  information,  such 
as  libraries,  government  publications,  etc., 
are  listed  and  practice  offered  in  the  criti- 
cal and  intelligent  study  of  reference  works. 
Clearness  and  conciseness  in  reports  are 
stressed,  and  lectures  include  such  subjects 
as  the  preparation  of  manuscripts,  and  the 
proper  handling  of  the  introduction,  index, 
footnotes,  and  appendix.  Each  student  will 
be  required  to  do  extensive  research  in  one 
field  of  business  in  whicb  she  is  interested. 

Hospital  and  Institutional  Experience  — 

The  Boston  Council  of  Social  Agencies 
co-operates  with  this  school  in  assisting  our 
students  to  gain  valuable  hospital  office  ex- 
perience. This  is  done  on  a volunteer  basis 
and  does  not  interfere  with  the  school  pro- 
gram. It  is  a requirement  of  the  Medical 
Secretarial  Course. 

Legal  Terminology;  Legal  Dictation;  Law 
Office  and  Court  Procedure  — This  course 
is  planned  to  be  interesting  and  attractive  to 
the  student  with  little  or  no  knowledge  of 
legal  matters.  It  tends  to  develop  from  a mass 
of  legal  detail,  a .systematized  knowledge  of 
legal  forms  and  procedures  and  the  routine 
encountered  in  a law  office,  and  to  familiarize 
the  student  with  new  terms  and  new  tasks, 
giving  more  time  for  concentration  on  per- 
fection of  work. 

The  logical  order  of  various  legal  docu- 
ments and  the  progress  of  a lawsuit  are  de- 
scribed from  the  secretary’s  point  of  view  and 
suggestions  are  made  as  to  how  the  secretary 
can  be  of  great  value  to  the  employer  by 
relieving  bim  of  routine  work. 

The  course  includes  descriptions  of  the 
methods  to  be  used  in  preparing  legal  papers 
such  as  the  summons,  complaint,  motions, 
subpoenas  and  stipulations;  taking  question 
and  answer  testimony;  and  court  and  speech 
reporting.  In  addition,  dictation  material  is 
provided  for  use  in  developing  speed  and  per- 
fection in  legal  stenography  and  in  acquiring 
a legal  vocabulary. 

The  material  in  this  course  is  of  great  assis- 
tance to  beginning  law  stenographers. 


Medical  Dictation  — In  the  prescribed 
course  in  Medical  Dictation  the  student  is 
introduced  to  the  multiple  types  of  medical 
correspondence,  records,  reports,  theses,  etc. 
'Die  matter  is  given  at  determined  speeds  and 
the  difficulty  of  material  and  speed  of  dicta- 
tion are  increased  gradually  until  the  student 
is  recording  and  transcribing  involved  med- 
ical material  with  the  same  facility  that  she 
takes  ordinary  secretarial  dictation. 

Medical  Lectures  — Lectures  in  this  course 
are  given  by  a registered  physician  who  has 
had  experience  from  the  medical  point  of 
view  as  well  as  the  office  point  of  view.  Lec- 
tures include  Anatomy,  Physiology,  Hygiene, 
Pathology,  Bacteriology  and  Asepsis,  Duties 
in  the  Medical  Office,  Receptionist  Func- 
tions, Preparation  of  Patients,  First  Aid  and 
Analysis. 

Medical  Terminology  — The  purpose  of  the 
course  in  terminology  is  to  afford  a survey  of 
the  medical  field  and  to  give  a wide  knowledge 
of  medical  terms  — meaning,  pronunciation, 
spelling  use,  as  well  as  shorthand  outlines. 
Terms  in  common  use  in  the  fields  of  Anat- 
omy, Physiology,  Pathology,  Bacteriology, 
Materia  Medica,  and  Therapeutics,  and  the 
names  of  many  instruments  in  common  use 
become  a part  of  the  student’s  written  and 
spoken  vocabulary.  Root  words,  prefixes  and 
suffixes  are  made  a matter  of  drill.  Rules  for 
speaking  and  pronunciation  are  formulated. 
From  this  course  it  is  expected  that  the  stu- 
dent will  have  an  intelligent  knowledge  of 
any  medical  dictation  that  she  may  be  asked 
to  write. 

Penmanship — Thorough  instruction  and 
regular  practice  in  writing  enables  students 
quickly  and  easily  to  write  a good  business 
hand.  The  most  modern  muscular  method  is 
taught.  Special  attention  is  given  to  the 
making  of  good  figures. 

Personality  Development  — Designed, 
through  the  mediums  of  classroom  lectures 
and  discussions,  outside  speakers, and  personal 
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Small  groups  study 
in  well-lighted 
classrooms 


conferences,  to  acquaint  the  student  with  the 
correct  attitude  toward  her  future  employer 
and  fellow  employees;  also  to  work  construc- 
tively in  developing  those  character  and 
personality  traits  necessary  for  the  well- 
integrated  person.  Special  emphasis  is  placed 
on  the  essentials  of  good  grooming  and  the 
development  of  poise,  posture,  and  voice. 

Psychology  — The  course  introduces  the  stu- 
dent to  the  terms  and  methods  of  modern 
psychology,  makes  an  application  of  psycho- 
logical facts  to  daily  living,  and  suggests 
more  effective  use  of  the  abilities  of  the 
individual  student. 


Salesmanship — A discussion  of  the  prin- 
ciples of  salesmanship;  a study  of  the  pros- 
pect; the  salesman;  the  product;  and  the 
firm  represented.  A great  deal  of  time  is 
given  to  a study  of  the  pre-approach;  the 
methods  of  preparing  a sale’s  presentation; 
and  a study  of  the  records  which  a salesman 
should  keep.  Considerable  time  will  be  de- 
voted to  practice  sales  demonstrations  before 
the  class.  The  principles  of  salesmanship  will 
be  applied  to  a variety  of  lines  of  merchan- 
dise, Involving  examples  of  wholesale,  spe- 
cialty and  retail  selling.  The  student  will  also 
be  taught  how  to  sell  himself  to  his  future 
employer. 
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Secretarial  Accounting,  lA,  2A — This 
course  is  for  the  finishing  secretarial  student 
who  has  had  one  or  two  years  of  bookkeeping 
in  high  school. 

Shorthand  Dictation  — This  course  includes 
transcription  techniques  as  well  as  all  of  the 
dictation  for  the  beginning,  intermediate  and 
advanced  classes.  It  is  the  aim  of  this  course 
to  make  shorthand  writing  as  effortless  as 
possible,  build  speed,  and  transcribe  accurate 
mailable  letters. 

Shorthand  Dictation  (intensive  for  College 
Graduates)  — Because  this  course  must  nec- 
essarily be  shortened,  more  time  each  day  is 
given  so  that  a standard  of  excellence  may  be 
reached.  Emphasis  is  given  to  transcription 
techniques,  accuracy  and  production  of  mail- 
able  letters.  The  work  is  similar  in  content 
to  that  of  the  regular  dictation  course  with 
the  exception  of  high  speeds. 

Shorthand  (Intensive  Theory  for  College 
Graduates)  — The  entire  Manual  of  Gregg 
shorthand  is  completed  in  about  half  the  time 
it  takes  to  complete  the  regular  theory  course. 
Special  attention  and  care  are  given  to  devel- 
oping the  proper  writing  habits  and  skill  in 
preparation  for  tbe  intensive  dictation  course. 

Shorthand  Theory  — This  course  covers 
the  entire  Gregg  Manual  with  a review  and 
supplementary  dictation.  Penmanship  drills 
are  given  with  special  attention  to  correct 
form,  position  and  free  movement.  Word 
building  that  develops  new  vocabulary  is 
emphasized. 

Shorthand  Theory  Review  — Students  who 
have  had  one,  two  or  three  years  of  Gregg 
shorthand  are  grouped  according  to  their 
abilities.  A quick  but  thorough  review  of  all 
principles  is  given  and  students  enter  the  dic- 
tation class  as  soon  as  they  pass  the  book  test. 

Social  Orientation  — Our  own  living  and 
thinking  become  richer  in  proportion  to  our 
understanding  and  appreciation  of  what  our 


cultural  ancestors  have  accomplished.  The 
epochs  and  movements  in  history  form  the 
background  for  an  understanding  of  the  com- 
plex business  civilization  of  our  own  day. 
Statecraft,  Imperialism,  religious  concepts, art, 
philosophy,  science,  and  music — each  of  these 
factors  has  contributed  inestimably  to  our 
contemporary  life.  Lectures  on  art  will  be 
illustrated  with  lantern  slides.  Phonograph 
records  will  form  the  basis  of  the  music  dis- 
cussion. A cultural  course  of  this  type  is  most 
helpful  to  young  women  who  are  preparing 
for  the  better  business  positions. 

Speech  (Effective  Speech  for  Social  and 
Business  Life) — Improvement  of  faulty 
speech.  Mechanics  of  good  speaking;  posture, 
poise,  bearing,  voice  and  tone  production, 
enunciation,  pronunciation.  Practice  in  read- 
ing aloud,  short  speeches,  speeches  for  special 
occasions,  meeting  callers,  use  of  the  tele- 
phone, interviews,  etc. 

Typewriting — Text:  Twentieth  Century, 
College  Edition.  The  ultimate  goal  in  type- 
writing — speed  with  accuracy  — is  only  ob- 
tained through  correct  initial  procedure.  This 
course  is  designed  to  develop  correct  tech- 
niques in  typewriting  which  include  mastery 
of  the  keyboard,  accuracy,  rbythm,  drill, 
proper  set-ups,  letter  writing,  care  of  the 
machine,  forms,  speed,  etc.  The  course  in- 
cludes all  the  material  in  the  text  as  well  as 
supplementary  material  and  speed  tests. 

Typewriting,  Advanced — Students  who 
have  had  previous  training  in  typewriting  are 
considered  advanced.  They  progress  much 
more  rapidly,  have  separate  classes,  and  are 
given  speed  work. 

Typewriting  (Intensive  for  College  Grad- 
uates ) — Fundamental  techniques  in  type- 
writing are  stressed  as  in  the  regular  typewrit- 
ing course.  However,  more  time  is  allotted 
each  day  to  this  group;  so  that  they  reach 
their  requirements  sooner.  Rhythm  and  accu- 
racy are  given  major  attention.  The  same  text 
is  used  in  this  course  as  in  the  regular  class. 
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GENERAL  INFORMATION 

1.  A registration  fee  of  $5  is  due  and  payable  at  the  time  of  enrollment. 
When  an  applicant  enrolls  it  is  understood,  unless  otherwise  specified,  that 
it  is  for  the  complete  course. 

2.  A high  school  education  or  its  equivalent  is  required  for  admission. 
Previous  school  records  are  required  at  the  time  of  entrance. 

3.  Expenses  for  books  and  supplies  during  the  year  vary  from  $15  to  $25, 
depending  on  the  course  of  the  individual. 

4.  In  case  of  absence  of  more  than  two  weeks  on  account  of  serious  illness, 
credit  is  given  and  tuition  is  extended  to  the  following  term.  No  credit  is 
allowed  for  less  than  two  weeks’  absence. 

5.  Street  car,  railway  and  bus  special-rate  tickets  are  available. 

6.  Students  graduate  from  their  respective  courses  as  soon  as  the  require- 
ments are  passed.  They  are  then  ready  for  employment.  Official  graduation 
exercises  are  held  the  early  part  of  October. 

7.  Students  may  use  any  of  the  school  facilities  before  or  after  school. 

8.  Alpha  Iota,  the  international  business  sorority  for  women,  maintains 
active  and  alumnae  chapters  at  The  Fisher  Schools.  Students  with  high  scholar- 
ship are  eligible  for  membership. 

9.  The  schools  reserve  the  right  to  withdraw  any  subject  in  a course  or 
to  substitute  another  in  its  place. 

10.  At  the  Boston  School,  classes  continue  from  9 :08  A.  M.  until  2 :30  P.  M., 
with  forty-five  minutes  for  lunch.  The  building  is  open  dally  from  8:30  A.  M. 
to  4 :30  P.  M.,  and  on  Saturdays  until  noon.  On  Monday  and  Thursday  evenings, 
while  Evening  School  is  in  session,  the  building  is  open  until  8 :30  P.  M. 

11.  At  the  Somerville  School,  classes  continue  from  9 A.  M.  until  2 :30  P.  M., 
with  forty-five  minutes  for  lunch.  The  building  is  open  from  8:30  A.  M.  to 
4 :30  P.  M.  The  office  is  open  only  by  appointment  on  Saturdays. 

12.  The  Fisher  individual  advancement  plan  permits  students  to  enter  any 
Monday  in  September,  but  only  the  first  Monday  of  each  month  during  the 
rest  of  the  school  year  if  there  are  vacancies. 
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13.  For  tliose  who  cannot  enroll  for  regular  day  courses,  the  Boston  School 
offers  a six-week  Summer  Session  in  technical  subjects.  There  is  also  Evening 
School  which  begins  late  in  September  and  closes  late  in  April.  Neither  of  these 
courses  offers  the  completeness  of  the  regular  courses,  but  they  do  give  intensive 
work  in  business  fundamentals.  Special  bulletins  are  available. 


TUITION  PER  SCHOOL  YEAR 

Cash  Plan.  Due  in  advance .$285 

Ten-week  Plan.  Due  at  the  beginning  of  each  ten  weeks.  . . .$T5 300 

Monthly  Plan.  Due  in  advance  each  month  for  ten  months ....  31 310 

Bu  DGET  Plan.  Due  each  month  for  about  twenty-one  months.  . 15 320 


Five-month  College  Graduate  Stenographic  Course  $200 
Payable  .$100  on  entrance;  $100  two  months  after  entrance 

Y 

P rospective  students  are  urged  to  visit  the  schools  at  any  time.  It  is  a complete 
organization,  every  department  of  which  is  actively  working  for  the  success  of 
its  students  from  enrollment  to  placetnent. 

Y 

The  Administrative  Staff  are  members  of  the  following  educational  and  civic 
organizations: 

National  Association  of  Accredited  Commercial  Schools 

New  England  Business  College  Association 

Massachusetts  Association  of  Business  and  Secretarial  Schools 

National  Office  Managers  Association 

National  Vocational  Guidance  Association 

Eastern  Commercial  Teachers  Association 

National  Commercial  Teachers  Federation 

Boston  Chamber  of  Commerce 

Boston  Rotary  Club 

Somerville  Rotary  Club 

Somerville  Kiwanis  Club 

Boston  Reciprocity  Club  • 
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CALENDAR 

19  4 1 

September  15 School  Opens  9 A.  M. 

September  29 Evening  School  Opens 

October  1 Graduation 

October  6 College  Group  Begins 

October  12 Columbus  Day 

November  11 Armistice  Day 

November  26 Thanksgiving  Recess,  12  M. 

December  1 Classes  Resume  9 A.  M. 

December  19 Christmas  Recess,  12  M. 

1942 

January  5 Classes  Resume  9 A.  M. 

February  2 College  Group  Begins 

April  3 Good  Friday 

May  30 Memorial  Day 

June  17 Bunker  Hill  Day 

June  19 School  Closes 

June  22 Summer  School 

September  l-i School  Opens 

September  28 Evening  Sehool 

October  3 Graduation 

October  12 Columbus  Day 

November  11  Armistice  Day 

November  25 Thanksgiving  Recess,  12  M. 

November  30 Classes  Resume  9 A.  M. 

December  18 Christmas  Recess,  12  M. 
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